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Central Processing Facility is located in 
building 1023W 1st floor of the Welcome 

Center
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 If you have not been assigned a sponsor at your gaining unit then please 
click HERE , select your new duty station and then select “Request a 
sponsor” on the left, under “Do you have orders?”. 

 If you are remaining in USAREUR, then you may also visit 
http://www.imcom-
europe.army.mil/webs/sites/europe_life/s_gate/index.html for more 
information and to request a sponsor. 

 Please go to the following website and fill out the DA form 5434 for 
sponsorship. This document must be filled out and submitted to the 
Relocation Assistance Officer prior to clearing the community.

http://www.apd.army.mil/pub/eforms/pureedge/a5434.xfdl

 The Relocation Assistance Officer is located at the ACS in Hainerberg 
Housing, and can be reached at DSN: (314)335-5392 Civ: (0611) 408-0392

http://apps.mhf.dod.mil/pls/psgprod/f?p=MHF:RELO:1912270412713928
http://www.imcom-europe.army.mil/webs/sites/europe_life/s_gate/index.html
http://www.imcom-europe.army.mil/webs/sites/europe_life/s_gate/index.html
http://www.imcom-europe.army.mil/webs/sites/europe_life/s_gate/index.html
http://www.apd.army.mil/pub/eforms/pureedge/a5434.xfdl
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1. Orders, Pre Clearance Questionnaire must be turned in at a 
minimum of two working days  before picking up DA 137-E (Clearing 
Papers).

To pick up clearance papers you must have a recent ERB/ORB 
and Flight Itinerary brought to room 115 or 119 at the Welcome 
Center. 

2. You MUST be in Uniform to pick up your clearing papers and 

to final out.  

3. Only Exceptions are:  memo signed by commander LTC and above,

CID, Pregnant soldiers, or a signed DA 31 if you are on Leave
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1. Clearance papers are issued 12 working days

from your fly date  (provided pre clearance  

questionnaire was turned in prior).

2. You are authorized a maximum of 10 working 

days to clear. 
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1. You CANNOT depart BEFORE your Aval Date 

2.  You may fly up to 6 days past your Aval Date.

3. Anything beyond 6 days requires an amendment to

your orders.
4. The CPF will schedule your final out processing 

dates for Finance, CIF, and the CPF.  

5.      When you return for your final out processing 

appointment, EVERYTHING on your clearing papers 

must be signed off to include Commanders signature.  

6.  Your final out processing appointments are CPF, FINANCE, 
and PERSONNEL (if applicable).
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On your final out day you must have a copy 
of your Perstempo Printout from S1 

(can also be found on AKO). 

Important note for NCO’s, Officers, Warrants:  

Do you have your Evaluation Report?
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If you have items that you would like to try to sell 
prior to PCS’ing, you can put it on a 3x5 card or a 
computer generated itemized list and we will post it 
downstairs at the Welcome Center.  Be sure that you 
include valid contact information.

See the ITC Personnel @ Bldg 1023W in the 
basement, room 005 or call 337-5419.
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For assistance regarding clearing please dial  

DSN: 337-7072 / 5550 

Commercial: 0611-705-7072 / 5550

Additional questions may be directed to the 
MPD Chief @ DSN: 337-5515
Commercial: 0611-705-5515
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1.  All Soldiers on assignment instructions will be notified through their 
S-1. 

2.  Soldiers with family members (dependents), must bring an updated 
copy of their DD Form 93 (Record of Emergency Data) and a copy of 
their approved DA Form 31.  

3.  Career/1st Term Soldiers that do not have 13 months time in service 
from their DEROS to ETS, the Soldier will be briefed on courses of 
action that they can take to fulfill the PCS requirement i.e. reenlist to 
meet the 13 month requirement.
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1. The availability date for an enlisted soldier is three calendar days before 
his/her Date Eligible for Return from Overseas (DEROS). 

- Example:  Soldier has DEROS of 15 May 2008.  The soldier's PCS 
orders will indicate an "Aval date" of 12 May 2008 and the soldier's 
available date may be any time between 12 May and 18 May 2008.

2. The availability date for an officer is not normally calculated in connection 
with the officer's DEROS.  An officer's "Aval date" is normally based on the 
reporting date to the next unit of assignment or Temporary Duty (TDY) station, 
minus the number of days leave approved by the commander, minus seven days 
for the port call window. 

- Example:  Officer has a report date of 15 June 2008 to gaining unit or 
TDY station.  The officer has 30 days approved PCS leave by his/her 
commander.  The officer's "Aval date" is 10 May 2008; 15 Jun minus 30 
days leave, minus seven-day port call window.

The availability date is documented on the "Aval date" line of the orders.
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1. Deletions, deferments, early arrivals, and stabilizations are authorized
For command, personal , operational, or administrative reasons.

2. The standard for submitting deletion, deferment, and early arrival is 60  
days from the date of the transmittal of Assignment Instructions.

3.  After the initial 60-day screening period, a deletion or deferment request
must be submitted within 72 hours of the occurrence of the disqualification.

4. Deletions and deferments for operational requests are based on the needs 
of the Army/unit, at times, necessitate keeping a soldier at his or her current
duty station. This is necessary when unusual continuity of effort and 
specialized training or experience is required. The request must be processed
within 60 days of the EDAS cycle transmittal date signed by a general officer
in the local chain of command.
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1. Soldiers who volunteer to serve two full consecutive outside 
continental U.S. (OCONUS) tours are authorized government paid travel 
for themselves and command sponsored family members to leave 
locations equal to the distance to the soldier's home of record.

2. Soldiers may travel greater distances provided they pay the additional 
travel costs.  The government paid travel is the only benefit associated 
with a COT; any leave used is chargeable to the soldier.

3.  To be eligible for a COT, soldiers must complete current prescribed 
tour plus any voluntary extensions and agree to serve another full tour 
plus leave and travel time between tours. COTs fall into two categories:  
Intra-Theater (ITTCOT) & In-Place (IPCOT) 
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OPTION 2:  You may take your family to the new permanent duty
station and be authorized 10 days to get them settled prior to going
TDY to the school. PAID BY THE GOVERNMENT
(Notes:  applies to CONUS to CONUS, and OCONUS to CONUS) 

OPTION 4:  You may move your family to the TDY location or 
a designated location at personal expense.  This can be a very costly
option since there is NO REIMBURSEMENT of travel or lodging
expenses involved in getting your family to the TDY location.
(Notes:  applies to CONUS to CONUS, CONUS to OCONUS, 
and OCONUS to CONUS)

The only available options in Germany are Option 2 and 4.
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Per AR 614-200, soldiers on assignment instructions to an airborne position or unit
will be utilized for at least 3 years in an airborne position/unit unless physically
disqualified, exempted by general Court-martial authority, separated, reassigned 
by HRC or accepted for another airborne, airborne ranger, special forces or other
raining/assignment which is considered by HRC to have higher priority.  

Soldiers who have less than 3 years to ETS are still eligible for the assignment; this 
is not a time remaining in service requirement. 

Before issuing assignment orders, the soldier of the proposed assignment must
initial emilpo output, AAA-234, indicating acceptance or declination of airborne 
assignment. 

If soldier declines airborne assignment, withdrawal of SQI (P) and deletion of 
Assignment will be submitted IAW MILPER MESSAGE 10-045 , Dated 17 Feb 10
and AR 614-200 dated 3 Sep 09
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CBA OPTION (Centrally Billed Account):  Soldier will purchase a travel

ticket utilizing PCS orders.  Local Commercial Travel Office  

(Wiesbaden SATO) will do the purchase transaction using Soldier’s 

PCS orders.

IBA Option (Individually Billed Account):  Soldier will purchase a travel 

ticket at his/her own expense through Local Commercial Travel Office

(Wiesbaden SATO) and receive reimbursement once travel is complete.

Soldier must choose CBA/IBA option for himself/herself and each 

command sponsored family member (if applicable) in the format 

provided by our Reassignment Office. 
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DSN: 337-1580 / 5139

Commercial: 0611-705-1580 / 5139
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 Click HERE for information on selling, transferring, donating or 
shipping your POV. 

 For a European Out, you may apply for a translation of your USARER 
operator’s license up to 60 days prior to separation

 You must have a copy of either the residence permit stamp in your 
passport or German Police Registration (Polizeiliche Anmeldung)

 Contact DSN 386-7280, there is a $25 fee

 Take the translation to the Zulassungstelle and fulfill the rest of the 
licensing requirements

http://www.hqusareur.army.mil/rmv/basic_pov_information.htm
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